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REPORTING INJURIES, ILLNESSES, COMPENSATION 
CLAIMS AND UNSAFE WORKING CONDITIONS

LMS-CP-4760
Revision: A-5START

Employee

Report of 
injury or 
illness?

Yes

During normal 
hours?

(see Note 1)

Call 911 to report 
after-hours injury 

or illness and 
notify immediate 

supervisor

No

Report to the clinic 
for treatment and 
notify immediate 

supervisor

Secure medical 
treatment if 

necessary and 
prepare LF 95, 

forward LF 95 to 
supervisor

Treatment 
needed?

Can clinic 
provide 

treatment?

Provide treatment 
and issue LF 95 to 

employee for 
forwarding to 

supervisor

Yes

Issue LF 95 to 
employee for 
submittal to 
employee's 
immediate 
supervisor

No

Yes

Provide forms for 
private physician 
care and issue 

LF 95 to employee 
for submittal to the 

employee's 
supervisor, forward 

DOL forms to 
Claims Officer for 

filing with DOL
(see Note 2)

Meet with 
immediate 

supervisor to 
deliver LF 95 and 

discuss 
injury/illness

No

Review matter with 
employee, 

recommend 
preventive 
measures, 

complete LF 95 
and forward to the 
Safety Manager, 
Safety & Mission 

Assurance Branch 
(SFAB) within 5 

days

Immediate Supervisor

To next page

Note 2
Provide the employee with:
-Department of Labor (DOL) form CA-16 to be
 completed by attending physician
-DOL Booklet CA11 "When Injured at Work"
-Guidance of rights of reporting

Submit the following forms to the Claims Officer:
-CA1 "Notice of Injury"
-CA2 "Notice of Occupational Disease"

Note 1
Normal hours are considered as those between 7:00 am 
and 3:00 pm, Monday - Friday

No

Objectives:
-to comply with prescribing NASA and Federal regulations
-to ensure that all accidents and injuries are reported
-to determine the fundamental cause of all accidents
-to ensure that work injury compensation claims are processed
-to use accident reports for prevention, not disciplinary action

Approval ______________________________________
Deputy Center Director

Yes
Occupational Medical

Center

To next page

Original signed on file

General Information

The following records are generated by this procedure 
and are maintained in accordance with CID 1440.7:
-Mishap Summary
-Incident Reports
-LF 164 Log
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From previous 
page

Investigate the 
mishap or await 
LF 95 completion

(see Note 3)

Safety Manager

Review LF 95 for 
adequacy upon 

receipt from 
supervisor and 

resolve any issues 
which may remain

Enter LF 95 data 
into Incident 

Reporting and 
Information System 

(IRIS), compile 
data received from 
the Claims Officer, 

and prepare a 
Mishap Summary 
for presentation at 

the Executive 
Safety Board 

quarterly meeting

END

From 
previous page

Complete LF 164 
to report 

safety/health 
concerns, or 

possible OSHA 
violations and 
submit to the 

Safety Manager, 
SFAB

Employee

Review LF 164, log 
into database and 

assign to 
appropriate party 

for action
(see Note 4)

Log documented 
disposition from 

LF 164 into 
database upon 

receipt and forward 
copy of closed 

LF 164 to 
employee if 
requested

END

Note 4
Appropriate parties to take action on report of safety or health 
concerns are:
-Safety Manager, Safety & Facility Assurance Branch (SFAB)
-Occupational Health Officer

The responsible person must complete LF 164, document any 
corrective action that must be taken and return the LF 164 to 
the Safety Manager in SFAB for processing.

Note 3
In cases where the LF 95 is completed by a private physician, 
the investigator must wait for the form to be returned prior to 
initiating the investigation.
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Revision: A-5

Safety/health 
concerns?

No

Yes


